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Job Description – Site Officer 
	Reporting to:


	Site Co-ordinator  

	Responsible for:


	Supporting college staff and customers with routine maintenance and porterage, security of the college site, grounds maintenance and ensuring that the college environment is kept clean

	Liaising with:
	Headteacher, Deputy and Assistant Headteachers, relevant support staff, and external contractors and customers 

	Working time:


	37 hours per week, 52 weeks per year, including weekends in accordance with the shift pattern

	Salary/grade:


	Grade C

	College Environment: 
	· To undertake grounds work around the site that is not covered by the grounds maintenance contract, to include clearing leaves around the site. 
· General upkeep of the grounds which may include for example undertake any pruning of trees that is required for health and safety reasons and not covered by the grounds maintenance contract. 

· To report any grounds maintenance issues to the Site Co-ordinator. 

· To clear the recycling store on a regular basis. 

· To undertake litter picking, moving of parcels or cleaning under the direction of the Site Co-ordinator.  

· In the winter months, to ensure that salt is put on the main pathways and roads into the school on icy mornings prior to staff and students arriving. 
· To assist with fire alarm testing
· To take meter readings for gas and water as required 

· To undertake the monitoring of traffic and permits at agreed times



	Maintenance:
	· In the winter months, to ensure that heating systems are working correctly in the morning and to report any issues to the maintenance contractors and the Site Co-ordinator.  

· To undertake simple maintenance, including painting, of the inside of the building when required.

· To direct persons and contractors to places where they are required and to deal with any queries that they may have.


	Porterage 
	· To check deliveries of incoming parcels to the college as required and ensure that they are distributed to the correct department. 

· To deploy or move items around the college as required e.g. exam desks, chairs, and other equipment. 



	Security:


	· To be responsible for locking and unlocking the college site as per shift patterns.
· To take responsibility for college security when operating outside the college day. 

· If working alone on the site, to organise necessary action in the event of bad weather and/or emergencies i.e. fire, flood, break-in and entry, accidents, major damage or disorder.

	Support to Community: 
	· When undertaking work at evening or weekends, to ensure that the premises are prepared for relevant community activities e.g. opening doors, moving equipment, and any other duties required by community staff. 

· To ensure that all community users are given an excellent service and any problems are reported to the Site Co-ordinator.



	General 
	· To keep records relating to any of the above activities as requested by the Site Co-ordinator. 

· To check the site team emails and fault recording system on a daily basis and to make other staff aware of requests. 
· In the absence of the Site Co-ordinator, to record in writing any issues raised by contractors and report these to the Site Co-ordinator.

· Under the direction of the Site Co-ordinator, to undertake site security, cleaning, porterage, health and safety maintenance, and monitoring of cars coming on site in case of illness and leave of other members of the team.

· Under the direction of the Site Co-ordinator, to undertake evening and weekend work as requested in case of illness and leave of other members of the team.   

· To undertake such other duties as may be deemed reasonable by the Headteacher or designated representative.




	Other Specific Duties:

	Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.  Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.

Date: July 2025
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